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Office of the Director
Lable Secretariat - Message Center

£osition: A L3 Grade GS-11
A .32  Grade G511
A .43 Grade GE-11
A .24 Grade G5-11

Title: Assistant Watch Oificer
{Assistant Canle Secretariat Duty Ofilcer)
{Assistant Clandestine Services Duty Officer)

Regponsible to: Watch Officer
1. GENERAL

The position of Assistant Watch Officer is a 24 hour a day,
7 day a week position charged with the responsibility of assisting the Watch
Ctficer in the latter's primary responsibilities, During normal toure of
duty, Monday through Friday, day and svening shifts, the woridload require:
the presence of two or n:ore assistant Watch Officers each perforn.ing one
or more of the primary duties of the Watch Officer under the direction of
the Watch Officer responsible for this shift., These primary duties would
include:;

a, Screening and releasing for transmission outgoing cables
insuring all are signed by an authoriged Releasing Officer and
that all are in accordance with cable regulations.

b. Screening incoming and outgoing cables against the Director's
requireinsents; creparing briefs, background sumnaries and break-
out of identities for ail cables distributed to the Director,

¢. Function as Clandestine Services Duty Officer,

d., Performs liaison with various Area Divisions in conneciion
with DD/1 Suspense procedurs, or in connection with identities

or other data for the Director which are not available in the Caile
Secretariat,
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2. In addition to these primary duties, an Assistant Watch Cfficer,
on each tour of duty, assumes one or more of the following responsibi~
lities as required by the Cable Secretary:

a. Supervises the training and indoctrination of cable analysats
and ensures that the cable analyst supervisor ¢ :mnducts such traine
ing and indoctrination as may be necessary for that section,

b, Interprets and implements distribution policy and directives
as approved by tbj’.:able Secretary; posts review distribution made
by cable analyst t9 ensure that uniform interpretation of distribu-
tion policy is maintained,

c. Actz as the authority for interpretation of cable distribution
requirements within the Cable Secretariat subject to review by the
Cable Secretary,

d. At the direction of the Cable Secretary, cunducts liaison
with the 3taff and Divisions for the purpose of interpretation and
further elucidation of their existing requirements. Coordinate,
at the request of the Staffs and Divisions and at the direction of
the Cable Secretary, with the Staffs and Divisions for the prepa~
ration of amendments to existing cable distribution requirement:
prior to subrnigsion for approval,

e, He will review, prior to approval by the Cable Secretary,
requests for amendments to existing cable distribution requiren ents
to ensure that such amendments would be in accord with the opera-
ting policies cstablished by the Cable Secretary. In reviewing such
requesta he must also consider whether the Cable Secretariat can
effectively implement the amendment to serve its desired purpose.

f. At the direction of the Cable Secretary, the Assistant Watch
fficer conducts lisison with the Staffs and Divisions of ClA for the
purpose of preparation of amendments to cable distribution require-

ments and to discuss related problems, These contacts are {requent
and the level of people contacted varies from the Cable Liaison

Udficers upward,
3, JOB PROGRESSION

Lutstanding performance of duties as Assistant Watch Ufficer
leads to consideration for the higher post of Watch Officer should
vacancies sccur in those positions,
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